Attachment A

Career and Techni cal Education Financial Report for Fisca
Year 2002

I nstructions For Downl oadi ng and Using the Excel Tenplate

A downl oadabl e Excel file was created to facilitate the
collection of data for the Career and Technical Fi nanci al
Report for Fiscal Year 2002. The information collected in
this report will be used to calculate your fiscal year 2003
state categorical entitlenments for occupational and adult
education. Al of the required forns for reinbursenent,

i ncluding the superintendent’s certification form are
included in this Excel tenplate. The Excel file is |ocated
on the departnent’s Wb site and can be downl oaded fromthe
fol |l ow ng address:

http://ww. pen. kl12.va. us/ VDOE/ Fi nance/ Budget/ cdc/i ndex. ht m

This address brings you to the Budget O fice’ s “Current
Data Col | ections” Wb page. To downl oad the Excel file,
click on the “Excel Tenplate” cell located next to the
headi ng | abel ed “Career and Techni cal Financial Report for
FY 2002.” You may al so access the tenplate by I ogging onto
the departnent’s Web site at http://ww. pen. k12. va. us.
From this hone page, select the drop-down box titled "DOE
Ofices,"” click on "Finance," click on "Budget Ofice,"
click on "Current Data Collections,” and click on the
“Excel Tenplate” option for the Career and Technica

Fi nanci al Report.

After you click on the file name on the Wb site, you wll
be pronpted to open the file or save it to a drive. You
may choose either option.

Downl oad instructions for Internet Explorer:

To downl oad the Excel file using Internet Explorer:

1. RI GHT-CLI CK on the “Excel Tenplate” link for the FY
2003 Career and Technical Financial Report.

2. Sel ect “Save Target As” and save the file to your
| ocal drive. (Note: The file will be renaned once
you sel ect your school division fromthe drop-down
box. Make sure you do not change the file nane
assigned to your file.)
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3. Once the file is saved, close Internet Explorer and
open the file using Excel.

Once you have downl oaded and opened the Excel tenplate
usi ng Netscape or Internet Explorer fromthe instructions
not ed above, a box will appear warning you that the file
contains macros. The box will pronpt you to disable the
macros or to enable the macros. Note: in order for the
tenplate to operate correctly, you nust click on the
“ENABLE MACROS” button.

The Excel file consists of two spreadsheets for school

di visions and three to six spreadsheets for regional career
and techni cal education prograns, depending on the nunber
of school divisions that participate in the regiona
program The first spreadsheet contains instructions for
conpleting the report. The renai ning spreadsheets contain
the data collection tenplates. These spreadsheets contain
descriptions of the data to be reported and w ||
automatically show the total state funds provided in fiscal
year 2002.

Al'l school divisions that want to be rei nbursed for
qualifying fiscal year 2002 career and technical education
expenditures nust return a conpl eted Excel tenplate, along
with a hard copy of the superintendent’s certification, to:
Virgi nia Departnment of Education, Attention: Budget Ofice,
P. O Box 2120, Richnond, Virginia 23218-2120. Both

subm ssions (Excel file and signed certification form are
due to the departnment no |ater than March 7, 2003.
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